IMNI-15 (X

APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DiVISION

INSTRUCTIONS: See Publication No, 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstorv, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
? Attention: Scheduling Section. :

FOR AGENCY USE | 1. Agency Address : | FOR RECORDS MANAGEMENT USE

Application Date ‘ . . . Application Numb
i Georgia Forestry Commission R e

6-20-83 ~ | p. 0. Box 819 | 73-239-H

Application Number Macon, Georgia 31298-4599 ‘ Date Received Date Completed -
73-239 | - - TN 221983 |N0V 2 1983
2. Person to Contact Working Title ) Telephone Number
R C. Joe Cowart Records Manager‘ 912 744 3287

3. Action Requested
a. [0 Establish Retention Schedule; reoord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated,

c. XX Amend Application No. 73-239 . Check One: XX Change; [ Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different}
Earliest . Latest !

|58 |to date Forest Tree Seedling Order“and Computer Printout File

6. Division and Office Function ~  What is the function of the Division and the Office in which this record series is created?

Al

Change to Item 12: disposition

7. Record Series Description This file contains the followmg documents {mclude form numbers and titles, if any}
T -~ Attach samples of the file.

Documents relating to:

Included are:

File is arranged:

AR—50_71; Rev. 78, = - .= (Over)
L) ’ - o

; — e L i ] ; ‘ ':\“1;;:‘:—, o .
-E.‘Mdﬁthly Reference Rate How often are records referred t to Whlch are:” s
Onetosixmonthsold ___; Seven to twelve monthsold __ ; Thirteen to twenty-four monthsold .. __;
twenty-five months and older .7 o L
9. Annual Rate of Accumulation of Records
Letter-size drawers ______ ____; Legal-sizedrawers ___;Shelves ___ - :Other {spec;fy} LI'Z QA -?—\ W
_= Yeow & ngma\ Gﬁﬂlvg



\’.‘

YES | NO | ]0., Questionnaire  {Place an X" in the proper column} o '

. Is this the official copy of the series?
_ [ If not, whereisit? _ e _ .

b Does the series contain confsdentlal mformatlon requiring security handlmg? it ves cite law or regulation.

c. Is this a vital record?

_d. Does this series have historical or g term research value’

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
__documents be scheduled separ rately? _ L

S f. Is the information coritained in this series ever publ:shed? If ves, attach Copy.

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
1 If ves, attach copy. o —

h. Is there a duplication of this series in your offaee or in another ofﬂce or agencv?
If yes, where?

i. s this series {or @ major partion of it}iegulariy microfilmed?_

_.i.. Does the record series result in a computer printout?

e ae

4 7
Attach copy or excert of laws or regulatlons Explam admmlstratwe need.

Thefse ftles are neaded permanen'l'ly by the Commissron to conduct research on ’rree
survival, growth, disease resistance, and spacmg

11. Retentlon Requirements The following requires the series to be kept:
..a. State Law - e s TTIgEARS. T T “?I;_'ATJ'cﬁt_pér’ifdd‘ T -_ - ' years,
b. Statute of limitation ~ ______ years. * e. Administrative need permanently years.
c. Federal law —_ e ____Yearis. f. Federal retention instructions years. '

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; O Fiscal Year; ﬂ Other oo _ _then,
* [J Hold in the current filesarea _______ month(s) ___ _ year(s); then
0O Transfer to local holding area; hold . year(s); then
O Transfer to State Records Center; hold ______ year{s); then
O Oestroy.

O Transfer to State Archives for permanent retenﬁon.

& Other_(Specif,

W O8s e 0, 1083
Add to existing dispositions as per omgma] request: original completed copy -
cut off files at end of each fiscal year; then hold in current files area five (5)

July T '1983-Présent: HMold tn current files area un'l'll da'l'a has been entered into
So ._,Te,. g annua| comPU'I'er printouts have been retired to Archives; then destroy.

Ti 1888 -Present - "Seed!1 ing Planting Reports (computer printouts)" -- Cut off
files at end of each fiscal year; then re-l'lre Yo State Archives.

These instructions apply to all prior and future accumulations of the series.

)

_years; t_be vetire tg State Archives., .. = . . R

| Agency Head/Desighod (Signature) Date . | Records ﬂgnegemem.ﬂtﬁeer (Signature) . Date

= e S 3

Recommendations in para-

graph 12 are approved. State Auditor/Designee C /jA »——A{l—wz/"\ N lop €3

{If disapproved, attach letter
of explanation. ) ‘ cretary of State/Designee

-2

Attorney General/Designee |

AR—80—71; Hev.76
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T STATE. . . ' OFFICE OF SECRETARY OF STATE
;‘ : DF ApF).I 1 Ca t1 on for DEPARTNENT OF ARCHIVES & NISTORY : PmE
smmu RECORDS DISPOSITION STANDARD  prconns sunsomuinr srviston . 1
] . Applicstion Date INSTRUCTIONS : Ses separate instructions for complation of Jj FOR RECORDS MABAGEMENT DIVISION USE
T lfrant and reverse of this form. Sign original and two sopiss Date Received Application No. Date Completed
D, Agency Application No. and forvard to Department of Archives and History, Attention: MAR 3 0 1973
ﬂﬂcaordl Management Officer. 7‘3 }37 ABR 3 1973
3 AGRECY, Divllion Bubd!v!-inn 1 Ad-inlﬂ-er:lng Office Addresa . e P!!‘!on to Contact
-(‘--rglg- T;‘f\rar-'!-rv Commission ; . )
Woiro he o oetior Activity : George Bishop
P.C. By 815 K ‘ ﬂ". _ T Vorking Title Tel, Wo.,
Mucsi, Goovgla 31?02 I - . "I'Chief, Forest Admin. 746-35§1
~T.ACTION REQUESTED - — = T - )
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
Titnelulife Dates 9 PXACT SRRIES TITLE
1958 to date Forest Tree Seed11ng Order F11es

'10 What function performed resultad in ereation of this series
.

The Reforestation Activity is responsible for produc1ng the needed,planting stock for he
ove:gll reforestation program - State, public and’ private - by produding Its own seed i%
its dﬁn nurseries and practicing the principles of genetlcs in agronomlc crops and see

gs 3
see ings are sold to private land owners and official endies. i “FT MRS b
g . ;
« woowE T 3 *
: - S’ LN - :§ i
R o e, -
k% ¢ ;

+ ol

] ] ,DESCRIPTION OF SERIES - Include Form Mo. & Par! Title, if any T T
b
Documents relating to the sale of forest tree seedllngs to the public and

A,-Off1c1aljﬁgmc1es by the Georgia Foresty Commission. . -

T

A - _
IDCLudpd arel“ﬁhnumbered form "Application for Nursery Stock" providing !
T - name and address of applicant, desired delivery details, .

area to be planted and species of seedling ordered prepared

e by purchaser and unnumbered form "Forest Tree Seedling Order” 5
- - “: prepared by the Commission to advise purchaser of shipping
e detalls. Iu:f ) "
The file is arranged alphabetically by purchaser,.
.
faxihwuarad X N .
2 . EQUIPHENT OCCUPIED No. of Dravers Cu. Ft. of Records r No. of Dravers Cu. Ft. of l,cc:l
Letter-size Pite Dravers 24 36 ANNUAL HATE OF ACCUMULATION 1.5 : o .” 5
Legsi-nize File Dravers . Tloor Space Occupiad (Square ooty T In Offtcels) In Storage Area(s)
. K - *m _ﬂ- PrecedingfAll Pric
. By Annual Accumulation N M Y v ]
Card Boxes 75 boxes Year's Year's Year's Years
i 10nce [Iwice{Once [Once
. AVERAGE DAILY REFERENCES a a : a
in file shelves ~|Day  |Month |mofith year

?or:: ‘;‘_5.0?71



[ QUESTIONNAIRE Piace e *x+ 1s the proper g(uu.n It ansver 1s "1E3,% please expiain R == : Y‘ES NO
SEE ATTACHED LIST FOR EXPLANATIONS ;
13. Is this the Record Copy of the series? [X] ;[]_
1k. Is there a duplication of this séries_ i.n a.ndther'offige or agency? [] * 4]
15. Is the inforﬁéfi&n contained in this series ever summ&rized or published? X -1
16. Does the series contain classified information réqulrrnégsecurrtygséirifi gj-qgﬂ iﬁ] X
17. Does the serles document, pOllClES and procedgres of agerrcy sﬁéi}era.tion or f‘unctmn'?* '
.
18. Could the function be performed if the files were lost or destroyed? M | ‘ []
19. Is the séries (ormajor portion of it) regularly microfilmed? If yes., why?- [1
2{5. Does the record series provide data as input to an EDP file? S I
21. Does the recérd series contain dc;ciir.nen‘-cat-ion prodtlced .é.s mE-D'P ;rin—tout? S X []
22. _Ls the series affected by Federal or grant funds? , : 1 K

- ~ .
P e

B ‘11"’!“ -‘—.‘i: -2-« .'ii i - . ' -J oo ..,,) VY | - (i

o Pie . B ,,& R -3’3 E:_r Z i e’

23. “,ﬁl there be a need for these records 10 15 years from now'? If yes, .wha.t? s = J1* K

f;..l:?. o “I' :
: s . o ) s

e E

.‘

—E
2L, REQ IﬂEﬂENTS Th%“ folIo"ﬁng re(iuu@s the files to be kept_seffg

LAW_ % ' LIMJTATION ~ PERIOD LAW  DECISION VALUE
o (Cite Taw, Statute, 5r other reason for the retention reqmrement}

a.[]STATE —D. []STATLFIE OF %c []AUDIT d.[]JFEDERAL e. P(ADMINISTRATIVE f.[ JHISTO I=_§AL

o

[ 25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

- E
[ ?..“Illil -y '
vl

~® acnh  -[1NATENDAR VRAR  -IFISCAL YFAR  -[ OTHER o then :1
Ranger Copy - *hold in current flles area 1 year, then destroy e _T- e w7 "
Dlstrlot Offlce Copy - hold in current files a.rea l year; then destroy. 5-

P ¥
Nursery Copy - transfer to Local Holdlng Area. (Macon) heold 5 years; u

. then destroy -
7 g 4.
Computer Printouts - hold in current files area until publication of- o -
| Annusal Seedling Report then destroy. ."- !
Comnuter Ca,rds - hold in current fllPS area until placed on magnetic _ - ¥
Yoo tape; then destroy. . T '
' TIm?wate briefly rationale for recommendations above/or write addv,ttonal remar?cs) N

(ATTACH SAMPLES OF THE SE

'MMW o W,

Recommendations ETAPProved [IDisapproved
in Paragraph 25; . ﬂ}ﬁ’proved [1Disapproved

L arer BihgzgsVed []Disapprovedr

i
s

i _ bﬂi;proved [IDisapprovee




